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At the National fiBCA Convention held In Phoenix in 1972. Or. 
ElVoB Warner and I gave a presentation entitled The Individual ized- 
Instruction Approach for Teaching Business Writing.* We followed up 
that presentation tnth an article in the Stner 1973 issue of the 
AECA Journal of Business Ognunication. This article *«s entitled 
";A Coopetency-Based /^roach far Teaching Business lAriting Concepts 
and Skills." In that article, we noted that we would shart sose of 
the specific suggestimis and aids we had develc^ied for ioplenenting 
a self-instmcticwal , coBpetency^fcased progran of busii»s$ writing. 

Through ay presentation today, I will share with you some of 
the philosophy, si^gestioos, and Materials tfcat grew out of our work 
with coB^tency-hased instruction in business writing. Specifically, 
my reBiarlts will zero in on one $«all aspect of writino— that of 
punctuation. 

Attitudes Toward Teaching Punctuation 

The first reaction that l»isines& comunicattons teachers 
typically reflect about a presentation dealing with punctuation is, 
That's Mickey Mouse! We're dealing with higher order pHorities 
than punc^tion these days." 
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He see that reaction reflected ouite frequently in our 

professimal literature. For example » Kaye says: 

Coe^lete devotion to isechanics and detail belongs in a graxnmar 
sctool course 



Most of the teaching [of the BJechanical rules of writing] 
should be directed to areas rather than details. As layout 
of a letter should be left to an indfvidual's judgnent, to 
fit any particular purpose, so should loechanics be left to 
secreterial courses asKl oianuals. 

In suBxnary, ... business cooBJunications courses should 
eciphasize oiechanics only by pointing <mt their iiiqjortance* 
Reliance on oanuals will provide the necessary details of 
how to handle these oechanics. 

As Keyser notes, "The mechanics of a report cannot be over- 
looked in a business cofiramications course, but mechanics should not 
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be the basic evaluation criteria.* Keyser further points o»it that 

his survey of professors of business c^D^nainication showed the following: 

Kearly three-fourths (74.4 percent) of the professors indicated 
that they included a unit on pitinctuation in the business 
coflVDunications course. The mSority of the professors who 
included punctuation (46.2 percent) limited their instruction 
of punctuation to one hour. Soroe of the professors who did 
not teach punctuation in their class coomented that indivTdual ^ 
instruction was given in punctuatiowi to students %rf)o needed it. 

Siiq)ly put, such attitudes and procedures do not woric in a 

coB?>€tencry-based approach to business writing. That is, my experiences 

and research suggest that, unless something specific is done about 

punctuation, our tnjsiness comraunications students do not master at 

acceptable levels the commonly used punctuation rules of the business 

world. 



Our Responsibility as Teachers of Business Communication 

As I see the situation* we can follow at least two routes in 
cowing to grips with punctuation^ First, we can reflect the copout 
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syndrorae and let punctuation instruction take place through secretarial 

courses and sianuals. I think the professors who limit their instruction 

in punctuation to one hour or irfio do not intentionally teach punctuation 

to their students should also be categorized as being devotees of the 

copout syndrome. 

As a second alternative, we can do scxnething about punctuation 

which will insure that our students master this one small area of 

mechanics. That is, i^e can accept our responsibility as business 

communications instructors^ As Stoner, Beall, and Anderson say: 

. . . language is a tool, and the prime responsibility of 
the public eAiC^tor is to teach students to use that tool in an 
appropriate fonn acceptable to the main stream of society. A 
high school graduate after 12 years of public schooling, regardless 
of talent or lack of it, should at the very minimum have had 
sufficient training to enable him to write what he has to express 
in plain English, correctly spelled, grammatically written, 
properly capitalized, and appropriately punctuated, all of 
which mark a degree of literacy. 

Importance of Punctuation to Good Writing 

The acceptance of a responsibility to have our students roaster 
punctuation and thereby reflect a higher degree of literacy rests on 
th«e assumption, of course, that the correct application of punctuation 
is important. The fact that correct application of punctuation is 
needed does not have to be Diibored here, although I draw your attention 
to a ffiw singular thoughts concerning punctuation. 

First, I don't think that our students give due justice to the 
importance of punctuation. Their English teachers have left them with 
a feeling that written material should have a few commas and semicolons, 
but our students have seldom been taught the value of punctuation as a 
communication tool. 



Second, as a ccHnminication tool, punctuation probably has a 
greater iinpact on writer-reader relationships than do such inechanical 
errors as subject-verb disagreement, incorrect pronoun case, dangling 
modifiers, incorrect tense, etc. That is, if the reader experiences 
distortion of the message because of mechanical problems, punctuation 
probably causes more distortion than any other single area of mechanics. 

Third, a direct relationship exists between effective application 
of punctuation and the conrounicability of a message. Good writers, 
therefore, should intentionally apply appropriate punctuation concepts 
to join ideas that are equal in importance, to express contrasting 
ideas, to achieve variety of expression, to subordinate one idea to 
another, to add clarity to ideas through modifiers, to show a sudden 
change in thought, etc. 

Fourth, much of the language of grammar takes on relevance and 
meaning to the vrriter if punctuation is understood. For exainple, a 
working knowledge of such grammar iteiRs ?as clauses, phrases, dependent 
clauses, independent clauses, parallel adjectives, simple sentences, 
complex sentences, compound sentences, participles, infinitives, 
appositives, etc. And when the vocabulary of good writing is understood 
by both the teacher and the learner, effective communication about 
numerous aspects of good and poor writing can be achieved. 

Fifth, the number of punctuation rules that should be taught 

and learned to resolve punctuation problems is relatively few. For 

example, Stather found that, of a total of 99 rules of punctuation, 27 

rules accounted for about 96 percent of the frequency of usage of 
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punctuation in typical business correspondence. 
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And I >ri 11 reduce that 27 by almost half when %^e get to those 
rules that I think should be emphasized in our business communications 
courses. Thus, we are talking about a very few rules that have a 
nonuinental impact on the degree to which a message is received properly 
by the reader. 

Psychology of Teaching Punctuation 

If we agree that effective application of punctuation is 

important to good written comnajnicatiort, the question we then must 

logically ask is, •'How should I teach punctuation?" Let me answer 

that question by first exploring briefly what selected psychologists 

tell us about learning theory. In an article entitled **Learning is 

Reacting, Symonds tells us: 

It seems to be generally agreed among psychologists today 
that one learns what, and only what, one does. That is, one 
learns the acts that are performed, the words that are repeated, 
or the thoughts and feelings that are experienced 

Psychotherapy produces changes ir a client not because of what 
the therapist says or does^'^but because of what the client is 
encouraged to say, think, and experience with feeling. 
Education produces learning not essentially by what a 
teacher says, thinks* or does, but by what a pupil can be 
encouraged to say, think, do, and feel 

We can generalize by saying that one does not learn to 
speak, write, or think correctly in a language by learning 
its grammar; one must practice that language to use it 
correctly. 

Thus, learning is reacting; and reacting requires appropriate 
practice. The best kind of practice in relation to punctuation is not 
the kind that makes the student manorize the rules but rather the kind 
that requires the student to apply the rules so they become an inherent 
part of the communication skills package that the student has mastered 
and uses. According to Strom: 
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. . . tte evidence from research shows clearly and over- 
vrtielroingly that direct methods of instruction, focusing on 
writing activities and the structuring of ideas, are more 
efficient in teaching sentence structure, usage, punctuation, 
and other related factors than are such inethods as noraen- ^ 
clature drill, diagranring, and rote roenjorization of rules. 

That is, if we are to teach punctuation so it will be applied 
correctly, we imist adopt an application approach whereby we bridge the 
gap betkieen learning about punctuation rules and applying them on the 
part of our student writers. To do this, %<e should follow direct 
methods of instniction that focus on writing activities and the struc- 
turing of ideas. We don't learn to punctuate correctly by only learning 
about punctuation; we Eoust at the same tirot* intentionally practice 
correct application of punctuation* 



The Importance of Retention and Transfer in Teaching Punctuation 

As we are employing direct methods of instruction, we should 

at the same time keep in mind thedmportance of retention and transfer 

of learning related to punctuation. That is, we want to do whatever 

we can to assure that our students will retain what they have learned 

and will transfer what they have learned to cocnmuni cation situations 

in the business world. As Mouly says: 

The primary purpose of educational experiences both in and 
out of school is to enable the individual to meet new situations 
more effectively. Throughout life, the intelligent person 
••profits from experience" in the sense that, as a result of 
experience, he is better prepared-to meet situations of various 
degrees of relatedness and similarity. . . * 

Life— and especially the school— is predicated on the 
assumption that what we learn on one occasion will facilitate 
our dealing with related situations. Such important decisions 
as what to teach and how to teach revolve around our views 
on transfer, for any curricular offering is justified only to 
the extent that it serves as the basis for more effective 
behavior in a later situation. ° 
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Probably no other aspect of the classroom situation is 
more frustrating to teachers and pupils alike than the extent 
to which the latter not only forget by tomorrow what they 
learn t^ay but also seem unable to make effective ^se of the 
knowledge they have in dealing with new situations. 

Three important facts concerning retention and transfer are 

stated by Klausmeier and Goodwin as follows: 

1. Retention can occur only if something has been acquired 
initially. 

2^ Transfer of an acquired outcome to a new situation can 
occur only if the outcome has been retained. 

3. Motivation is essential for both initial learning and 
retention. 

Klausmeier and ^?oodwin^^also suiranarize the basic principles of 
retention and transfer and suggest the appropriate teacher behaviors or 
"instructional guides" as I will call them,: 



Principles 

1. Setting and starting to 
attain a goal initiates and 
focuses activities. 

2. Perceiving the related- 
ness of components of a task 
facilitates the initial learn- 
ing and retention of all types 
of learning outcomes. 

3. Experiencing feelings 
of success in connection with 
initial learning promotes 
retention. 

4. Attaining concepts and 
principles and developing 
abilities facilitate vertical 
and lateral transfer. 

5. Applying newly acquired 
concepts* principles, and 
abilities increases their 
permanence. 

6. Learning over a period 
of time is essential for 
developing stable abilities 
and comprehensive knowledge. 



Instructional Guides 

1. Foster intent to learn and 
remember. 

2* Help the learner to 
identify meaningful relation- 
ships > 



3* Provide satisfying conse- 
quences of correct responses. 



4. &nphasize concepts and 
abilities. 



5. Provide opportunities 
for application. 



6. Provide for sequential, 
cumulative learning. 
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Each of these instructional guides is important if we are to achieve 
the highest possible success in having our students master punctuation 
in our business writing courses. 



The First Step in Teaching Personalized Punctuation 

In a competency-based approach to teaching punctuation, we must 
consider the individual student as we systematize our teaching approach. 
At the same time, we should keep in mind basic psychological concepts 
for teaching punctuation and the importance' of retention and transfer in 
relation to how we teach. When we do these things satisfactorily, we 
will reflect what I like to call "personalized punctuation procedures." 

I would like to share with you the steps that I think should be 
followed if we are to be successful in teaching "personalized punctuation 
under a competency-based philosophy of business writing. 

In my opinion, the first step is that of diagnosis. As support 

for my thinking, let me cite Odom, who says the following: 

The failure to identify and diagnose the abilities of 
pupils to utilize language skills is a major deterrent to our 
present language program. Until teachers are provided with the 
necessary testing instruments through which they can obtain 
pertinent diagnostic information, practice will not be a^ven to 
deficient skills and will be wasted on mastered skills. 

Odom further states: 

The most important element in the development of punctuation 
skills is the systematic diagnosis of pupils' strengths and 
weaknesses on the various skills. Such diagnostic information 
guides the teacher toward redevelopment of skills that reflect 
definite v/eaknesses and in the provision for practice. When 
skills reflect a deficiency, additional practice is provided, 
and when skills reflect a given degree of mastery, practice 
is implemented in an optimum amount that will insure retention 
of the acquired skills. 
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Let's envision for a moment our typical business communications 
course. If we believe Odom, we will recognize that our first priority 
in applying a direct approach to personalized punctuation is to diagnose 
the punctuation strengths and weaknesses of our students. As I reflected 
in that manner, I then searched unsuccessfully in an attempt to find a 
suitable diagnostic instrument. I finally resolved myself to the fact 
that I v/ould have to develop a diagnostic instrument of my own. Here is 
hov; I proceeded. 

First, I felt that several of Stather's 27 punctuation rules 
were negligible in importance and not worthy of special attention. I 
kept Stather's research in mind as I reflected on the punctuation rules 
that I observed were most often used and abused in business writing. I 
then boiled the entire area of critical punctuation needs in business 
writing down to only 14 rules. In essence, I said to myself that, if 
students could master those 14 rules, the rules would satisfy the needs 
of punctuation in my competency-based system for business writing. 

Second, I developed an examination that would diagnose students' 
strengths and weaknesses in relation to each of the 14 punctuation 
rules. While I v/as concerned about total performance in relation to 
punctuation per se , I was more concerned about a student's mastery or 
lack of mastery of each punctuation rule. I also recognized that 
writers can apply punctuation correctly without actually being able to 
verbalize the rules of punctuation. Therefore, I constructed the 
diagnostic instrument so that it reflected students 'recognition of 
correct and incorrect punctuation rather than their knowledge of punctuati 
rules. I also tried to make ny diagnostic instrument reflect the 
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desirable features of a good examination: validity, reliability, 
discrimination of good students from poor students, easy to administer, 
easy to score, and adequate in content (samples wide enough). 

Third, I revised the examination after initial trials so I could 
eliminate poor questions* 

Exhibit No. 1 is the examination inits present form. Exhibit 
No.* 2 is the answer sheet that I use in conjunction with the examination. 
Exhibit No. 3 is the scoring key for the examination. .Exhibit No. 4 is 
a sheet I use to give students feedback related to their performance on 
each of the 14 punctuation rules. And Exhibit No. 5 is a special punc- 
tuation handout that I give my students at the same time I give them the 
feedback results. 

The examination has a total of 84 multiple-choice type questions 
reflecting 6 questions for each of the 14 punctuation rules. The scoring 
key shows which questions relate to each rule. When students take the 
examination, they do not, of course, know which questions relate to any 
specific rule. Nor do I permit students to. discuss the questions they 
missed on the examination because I like to save the examination for a 
post-test instrument as part of my final examination. 

When I give feedback to the students on the feedback sheet, I 
* tell them that their scores on each punctuation rule should be inter- 
preted as follows: 

5-6 correct: Excellent understanding of rule 

3-4 correct: Fair understanding of rule. Thorough review 
of rule is necessary. 

0-2 correct: Poor understanding of rule. Extensive study 
and review of rule are necessary. 
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My students are also told at this point that the same exam- 
ination v/ill be given as a post-test during the course's final exam- 
ination period. 

They are informed that the following scale will be used in 
evaluating the post-test as part of the final examination. 



Total Number Correct Grade 

75 up A 

70-74 A- 

68-69 ' B+ 

66-67 B 

64-65 B- 

62-63 C+ 

60-61 C 

58-59 C- 

56-57 D+ 

54-55 D 

52-53 D- 

51 and below E 



I then spend a couple of class periods reviewing the 14 punc- 
tuation rules and talking about the vocabulary of punctuation. I points 
out the "shades of gray" in some of the rules and detail my expectations 
in terms of the correct application of the rules during the course. 
Finally, I explain the competency-based system and the steps that will 
be followed as students attempt to master all 14 of the rules. 

Additional Steps in Teaching Personalized Punctuation 

At this point, I have completed Step No. 1 in my competency- 
based approach. That is, I have diagnosed students V initial levels of 
proficiency in punctuation on a rule-by-rule basis • Throughout the rest 
of the course, I proceed as follows in reflecting the steps in teaching 
personalized punctuation as I see them: 



2. ^rtscHte Itimiiii ACtfvftltf irt rttata4 to §99m»t%. 

3. gnforattl/ tvilnitt pcrfofmiict m tttmiiif «ct<vfti«s ^ 
til* ttMdMtf tliMWivtf » by tilt ftadniti* pctrt, And ^ il^ t*ic^. 

4. Pr«ser1te adtfltlOAit Itamlfif «€tfvltlt$ iC£Or«ti«f to 

5. roroilly •vtltutt (tf1*siii^) preflcttuctct e<i ftpntAtt* 
T. ^tlMi«» to rtl ftfofco Covortotdi) so^mAtt tliroiMiNwt ttit 

COprst. 

Hit mr4 t t i» «itlii9 It moiiis olOmr o ^tf color 

foiKtottlen r«lo tiiot ! OR mptmitim* oof mi lAtdi tiio ttoitot ft 
4ff flf'^oot, or OHO uiilcii I on oiwrtoocSitiif . 

tilt ttvMtli «t«fi« tlitt of o«trlo«r»if9» ft ti^Ulljr Moolfl* 

co<it fit tut tj^taii. tot Mi €f tt f^lf to «i» potot icro; 

If ttm mt fmi tmnmn mMiwf tut toot J i fr tt of loifoloy. 
tlitrt It no ovf4tiico tliot Urn rot* of f^H^ttlof ollt 4tfHtr 
BmwtiAtfi MlMf MMiilio* urn roto m4 Ivftl of foffttt1o9 
It pgfmmw tti* mm* ^ toomlof • foftrtflotf of tlit ttot mi 
of fort rwmifwt to «ot fito M«irlat up to o olvoo Icvot of ic^ol- 
tittoo. Sf It tt ImmM mtf to tftt folot of oot corrtct 
rtiwo^octtoo, fotootfoo of roto otttrlol trill #rof» tiMrply 
otftttt to mmt iMmt, if it It Itorottf moII hmma vm foiot 
of feoro ooitcry. It ooy onitf «rop' feolow tlit lofol nacoti^ 
to fitfviit Itt ri»r o <ot tloo>' 

gif»ofyOy..of: |«oroioo^_^^^ for fttltlot 

H 900 till* itevt tfco tt«9« i Mvo iitidlf lotf ^ toacMnf 
fortociillioi M^toitlOM, yoo tdll rtcofolio tlitt Iwort ooi tool of tlit 
tystoo It wm miut of tit looroloi sXtlvf tlot« virion of 
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I«trfiffi9 ictfvfefes Aft pmtibU in tti« teslnttt c«MRiMi1CittORS 
courf«. Scat %(ort bttter ««« otlitrs. In Ym. iccortfifif to tlie 
rvitjrcft f l}«ve done mS «ccor4fflf to ti«4trft»i»4<»f of tf» restirch 
reported ^ eur celleAfoes fn English* t feel that I tMn fdenttfy 
•i#<cit •ctivftfes product tf»t tiest r«S4i1ts. 

let ne. therefo««, t«t tip • (tftf-afcfiy of 1««ni1i»s «£tivftle4 
for the teachfnf of fHinctMtlofi fn tvnimtt ceenuMlcitlem , These 
«cttvn<ei if» perfc«i»* not atl»incT«uffw. b«t Vmf do rtfttct the 
tif^tcAl iiNnifttllttfes. Tilt lilertftfT^ cotiTtf depicted «$ folloM, 
Mftfi the mo%t fi«iieffcftl ectfvftles suttd Utt: 

1 . Have sttidtMti reed ebcuttt iwmctiMitf on fro« titudowts end 
rtfertiK* mtttrliU. 

2. ffcd mrt ft«ide«tt* «fOft ^ correcting ponctwition. 

3. Itivt SttidtAts |»«iict«iltt th* typi<M% «<OriEfeecli-typt 
«<tiirUle« or iraterfiH tfttt ere innded e«t. 

4« &<sc«iti punctiMtfttn fults In elm. 

S. ftiire ttodtnti %4m%iff pmctmt%m mitt fn fHrtvfointjr 
petered co^ bf !etellfi9 ti* $«iictiiit«Oii ectordlni f» nile* 

Km itedtnu revts* mUri*% ^ tlitt tlie «rt* of tfeclfft 
|i«iiictetfo« mlm H rcflecttd. 

7. mm studtfits conaot* Mttrlel tliet coMUtnt i^lf ic 
•j^lieetlORf of pMittiMtlon wd rctfulrt ttudtnts to lebtl tl«t pent* 
teettOK eccordfii(9 to role. 

t««i*l1 nettcc thet 1^ leett effcctfve rcmk of teedilii? 
IwnctiMtf on «re tSwie ttet m as biislms c«Miiik«tle«s teecltors 
t^lcef Ijr mpltff. ttiat It « «« feccow ewiesfced In ilie iMictMitfOK 
cofKiet xytn^vm by ndntrttMi our stvdtttts* nepers end bf relyliif on 
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MkfKkMits or r«ftr«ncc mitcH«1f to teiKb punc^tiofi. {n jTnost no 
IntUflCi do I kJsoM of a bttslness conwnfc«tfoi» Instnictor ^ Ultes 
A dfrtct ^rotdi tfitt r«^«$ dw ftodtnt to ttst spfcfffc ptmC'^ 
tttitfon mi to itisttf/ Its us« by Siy1n9* lR offfct. *Thff Is iny 
aiiypllcKtion of Rulifr fto. wlMttv«r." And ytt otir ttudtntt e«n taslly 
tic rc<iuirt4 to Itim «t the fiott tfftctlvt Icvtl of tfet h<er«rc% by 
%imp\y rf«»j1rfn9 tJhm to i^ly tht rulti tfld Jwtffy tlitlr ap^lf- 

C4tl0fll. 

I*« not S«y1«t9 t*«t t*» 1owfr*ordtr t«ttvUios ift the hlfr*r« 
cliy irt not titnefUfaU Hm^ «rt wstful and iitlpftil and should i>o 
iitod If for no othtr rtasom than t$m facts tliat ttioy provldt vaHtty 
In our toachlnf and that thty do Mork oultc ««t11 for tout studtnts. 
Sot If »i« Mont to systonatltt oiir toachtnti amd rofltct a coapttatncy* 
basod approach for ptMcteatlon, m mt$l^ In W9> opinion* oxtanslvfly 
«!$« th« hl9htr»ordar act! vl tits In tUfi* Mtrarchy. 

Galdttlnas for J^tnonalltid fwc^tlon TtacJ^ Mtt»ltltf 

Lot Hf hOm sunnarlx* tht fo^tfnts that t think should bt 
kept in irlnd if yow tiant to avoid the p««ctaat1oii copoot syiitNroMi and 
If yoo desire to tusifr a eenpeteftf^bastd approach to ptmctoatton. 
ftrlcfly* these fiil^tlnes are as foltowi: 

K te specif lc**i«ro In on specific rales. 
i* Involve stodents In declsfonHHitInf pMCtnatlon active- 
It les. 

3. Vary yo«r ns«artl«es {^^ypes of actlvlttcs) to avoid gnneteiQr 

4. ese repttUlon; provide oMqr chiMCcs t» learn ami to 
exhibit ochl ewsiei i it of Icomfiif related t» sptclflc rales. 

5. Strf9t for a rtasoiMlile level «i««r1eiraf«f . 



Paf« IS 

Strlvt for htgher levels of the hicrirchy of punctMtion 

Give frequent feedback— telf, peers, teacher. 
Isolate and stress areas of weakness for individual 

flake the activities relevant. 
£itend the learnings mer aajor blocks of tine. 
Know the punctuation rules yourself. 

ConclMsloft 

tn conclusion, let m reiterate a few basic points I have 
nade. First, If you do no mam about punctuation than most business 
conniAlcatlons Instructors do. you have "cop9>cd out" and falhd to 
assume your responsibility for this very Important are* of business 
tfrlttng. Second* one of our prtnary rtsponslbllltles Is to teach 
punctuation so ti«at our students rtfltct « ailntiRM de^rte of literacy; 
and that to m requires a co^wttnc;y*b«ed aitproich. Third, your 
itudtntt i««st practice the direct application of punctuitlon «nd 
justify their choices rttlier than aiercly read about pufkctuatlon or 
listen to you discuss It. 

I do not say that the 14 pnnctKatlon rvTes t teachi are 
sacred, lior do I say that ny dla^aastlc eiaalnation fs the ulttaate 
toot, t :do thlci: that the rvtes a« t teach then are defensible. And 
t 4af ttSsure you that the euvlnetlon «nd Che systw worts. Tou are 
iQVilted to tiy the systtM and eagr of the faterlals and Idees. 



6. 

Activities. 
7. 

a. 

students. 

9. 

Id. 
IK 
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BUSINESS WRITING PUNCTUATION RULES EXAMINATION 

Directions ; DO NOT MARK ON THIS EXAMINATION. It will be used by other students 
' at a later date. The examination is designed to determine your 
knowledge of correct usage of punctuation in business writing. 

Each question on the examination consists of fwir items that 
reflect either correct or iiKorrect usage of punctuation. On the 
answer sheet that will be provided, you should (1) mark an "X" 
through the letter that coincides with the item that has incorrect 
punctuation or {2) nark an "X" through the letter "e" if no 
incorrect punctuation is reflected in any of the four items. 

On those questions which contain incorrect punctuation, only one 
incorrect item should be marked. (That is, no question has more 
than one incorrect usaae of punctuation.) Only punctuation 
errors should be considered in marking the questions— spelling, 
capitalization, grammar, etc. should not be considered in iSetennlning 
whether a question is correct or incorrect. 



1. (a) On our paycheck stub, you can point out that payroll deductions for 
withholding taxes, FICA, and savings bonds are made in the employee's 
interest, (b) You can also talk about the contributions you make to his 
welfare, such as pension plans, and health insurance, (c) What's more* you 
can announce new comfwny plans, emphasize safety rules, or ask for suggestions, 
(d) we can design your stubs to fit your present system* with plenty of 
extra room to state your message. 

2. («) Marshall Industries, Inc., last Monday announced plans to move its 
hea<(quarters to los Angeles, and reported on a mrger with M. I. Sunspot 
Industries, Inc., Dallas, Texas, (b) Henry Davis, Marshall president, said 
that «»v1nq executives from Philadelphia to Los Angeles slwwld aid the 
coi«f>any*s efforts 'to attract competent and high-caliber persons." (c) 

Davis reported that the move would Uke place within two months, (d) Davis . 
also noted that the Marshall Industries-Sunspot Industries merger would come 
at a most opportune time. 

3. (a) As you know, I have received a letter from the nominating connittee 
asking me if I would be wflllng to be re-elected to the board of directors, 
(b) t am deeply appreciative of this InviUtion and want to assure you that 
my association with the officers, members of the board, and you Airing the 
last two years has been educational, and enj<>yable. (c) The advantages, as 
everyone will agree, far outweigh the ^isatlvanUges. (d) I think I can 
safely say that I will accept the invitation; iriy wife joins me in desiring 
that t contimje to hav« this fine relationship. 

4. (a) t am pleased to be able to offer yov our new "Sum and Fun" beach ball 
that is designed for sumner fun for young children, (b) It is a new multi- 
colored light-weight plastic ball that is 16 inches in diameter, (c) It has 
its own air pmp which is so easy to operate that a five-year-old child can 
operate it. (d) You may order half a dozen at $12 per dozen, or you may 
select a full gross at £100 per gross. 
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Business Uritinq Punctuation Rules Examination 
Pacie 2 

5. (a) Because my business has been open for only a short timet I find your 
book very helpfuK (b) The day-to-day operation of this concern reminds me 
that I still have a great deal to learn, (c) Hovrever. your book has helped 
me very much; and I shall continue reading it. (d) Your simple easy- to- 
understand style of writing especially appeals to me; and I feel I must 
commend you on a job very well done. 

6. (a) The inexpensive Office Aid stencil stores coii?)actly (a full box fits 
one file tray), (b) These stencils end the mess» the hi^adaches. and the 
nerve-jarring noise of office addressers using heavy, costly metal plates. 

(c) Moreover t you prepare these stencils on the same typewriters you have liw 
your office right now. (d) Mail the enclosed coupon today to get the full 
details on the jet-quick, cat-quiet Office Aid addressing system. 

7. (a) Cards or tapes containing data to be processed in the form of punched 
holes or magnetized spots are then fed into the computer and processing 
takes place in accordance with the program that is stored in the conqp^uter. 
(b) The new information is printed on paper, or it is punched into a new set 
of cards for further processing at a later date, (c) All programs can be 
erased and new ones stored for handling new problems as the need arises. 

(d) Thus* computers solve cc»^lex problems by breaking up a big problem into 
hundreds jT s'mple additions and subtractions. 

8. (a) This letter will acknowledge your January 8 Icttp^ in which you oppose 
H.R, 17304. (b) I sincerely appreciate having an expression of your views 

on this matter and I shall certainly bear th&m in mind should any legislation 
of this nature come before the H(HJSe for consideration, (c) At the present 
t1me» no committee action has occurred in either the Senate or the House* 
(d) You may be sure, as I reported in iv television interview last week, 
that I will vote in the Mftner r^f constittw^nts prefer. 

9. (a) tt is kind of you^ f^. Jones, to invite me to address a conference of 
vocational educators ift April of next year, (b) I should like very much to 
participate as a member of the panel at your cofiference but sy time c^liga* 
tioins are such that t cannot make a firm comitment so far in adirarM:e« (c) 
If no inconvenience to you would result* I should tike to accept tentatively 
with the uflTuterstandifig that, if t find nearer the date that I am not able to 
be with yout I may designate someone to represent me. (d) With that in 
mind, will you please let me know your preferences* 

10. (a) According to Doctor Snedeker« the most expensive medicines in the world 
today are those that have mt yet been foimd. (b) Vhile the search for new 
medicines goes on omtinuatly a terrible price is being paid in thousands of 
lives lost for want of these medicines, (c) If past achievcMnts of phamieeutlcal 
research can be ttkea as an indication of its future , meny medicines that 
are desperately neected today may sc^n be created In the research laboratories, 
(d) Johnson and Myer!^ has 4a excellent research program under way on heart 
disuse* cancer, vims infections* and other diseases that are iforldwide in 
their ii^ct. 
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Business Writing Punctuation Rules Examination 
Page 3 

11. (a) Contemporary Paper Products has over 4,000 specialists in papermaking— 
the largest concentration of such skills in the world, (b) That's why. as 

I think you will understand, we can offer you such exceptional value in the 
finest quality papers, (c) If you are looking for a paper that will step up 
the appearance of your brochures, mailers, and other printed materials 
perhaps the chemists at Conteaporary Paper will be able to help you. {d} 
Why not send for free test sheets; you have nothing to lose and everything 
to gain. 

12. (a) As you remove the carbon pack for the first page of the report, dis- 
assemble the pack by grasping with the finger of one hand the top left 
corner of the pack (where there is no carbon paper because of the cut 
corners) and pulling out all the carton sheets at the bottom in one motion 
with the fingers of the other hand. <b) Next, drop the top sheet of the 
carbon paper into ene of the back slots of your stationery tray and slip the 
other carbon sheets into their customary compartment of the tray, (c) By 
following this procedure, ,yeu will automatically be adding a new sheet of 
carbon paper to the back of the pack you are assembling for the next page of 
the report, (d) Remember, also, that the carbon sheets you have used only 
five times can be saved for later use with material that requires only one 
or two copies. 

13. (aj On Monciay, April 4, our new black-topped parking lot will be open for 
regular use. (b) Signs are bein^ erected that indicate parking zones for 
employees, visitors, and service trucks, (c) If each of us will be careful 
to park properly within the yellow lines, the spaces will be adequate for 
all persons, (d) Please do not use the old parkir^ lot for work is to begin 
iawiediately on the new wing of our building over that area. 

14. (a) We hawc written to yoo before at your home address, but no response has 
been received from you. (b) Unfortunately, it is now necessary to request 
the return of your Wi8«»el*s Credit Card as your account has been closed. 

(c) It is urgent, Mr. niller. that you contact us Immediately to make definite 
and satisfactory arrangements for the paymnt of the due on your account 
so that your credit sUnding will not be permanently impaired, (d) If you 
have tpiesttons, and I am sure you may, please do not hesfute to get in 
touch with a member of staff. 

15. (a) The <tuestion to be discussed, that of the role of the Federal govern^ 
ment in providing aid to education. H one which is, of course, familiar to 
you. (b) As this is a rather controversial subiect, we hope to have at 
least three speakers give their viewpoints, (c) Our Cioughts tnwediately 
turned to you as you have actively participated both in the role of the 
goverwBent and the role of the university- (d) Your ideas on this topic arc 
of great interest and concern to us and would be Invaluable to our panel. 

16. {a> Although anyone can sell fresh water to thirsty people, we at Wasatch 
solve water stnruges by creating egulpront that makes It possible m use 
each drop iwer and over and over, (b) Between uses each drop is given new 
life by passing it thro«^ Wasatch water- tr«atnent eqaipnent. {cj Recondi- 
tioning and reusing water saves water, saves money, and serves people— facu 
that cannot be Ignored in today's world of conservation, (d) If >o«r plant 
or cooMonlty has— or expects to have— a weter problen, call Wasatch. 
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17. (a) Read the enclosed brochure describing our new shipment of Deseret 
suits; it win open your eyes to the greatest suit buys today In Utah, (b) 
To obtain the strong and rich colors that Deseret suits are featuring this 
year we had to develop a new dyeing process, (c) The new dyes give the 
suits a unique appearance, but the reduced cost of the process also reduced 
the prices of the suits drastically, (d) As oiir sales manager, Mr. Orson 
Pratt, said, "A Utahn without a Deseret suit this year will be like a 
Hawaiian without an alotja shirt." 

18. (a) In preparing a multipage report with several carbon copies, you will 
need to rotate the cartajn sheets according to a definite plan to insure that 
the last copies will be as clear as possible, (b) If you are, for instance, 
making five carbon copies, you may wish to use no carbon sheet more than 
five times, (c) Since the last copy in the pack receives the least pressure 
from the keys, you should, as you assemble each pack, put the new carbon 
sheet at the back of the pack and remove the one that made the first carbon 
copy, (d) The advantage of this plan, as secretaries have testified, is 
that you always have clear copies; and you can use the carbon sheets that 
have been used for typing five letters when you type letters that require 
only one or two copies. 

19. (a) As you will remember, two ye«rs ago the Board of Directors asked Mr. 
Gay lord Huxley, III. w»« was th«n president of the UUh County lawyers 
Association for the name of a member of the Association who would be willing 
to serve on the Board, (b) Through the aenerous suggestion of Mr. Huxley, 

I was able to have this opportunity, (c) Bearing in mind what I have 
gained, I sincerely believe that it would be to the best Interest of this 
Board and our mutual concern in the problems of mental health that other 
jnembers of the Utah Valley Lawyers Association have the <^portunity to serve 
and to become aware of the needs and opportunities in the field of mental 
health, (d) One of our biggest problems in this area of mental health is 
the problem of comBWini cation, and I woaTd like to suggest that other members 
of the Association be associated with the Board. 

20. (a) Judging letter length is much mor« difficult from "office-style" notes 
than from notes Ukm fi-m dictation in which there were no changes, (b) 
Contained below are a few suggestions that may help you if after starting a 
letter, you realize that you have misjudged the letter's length, (c) If you 
discover that the letter is going to take mre space than you estimated when 
you began transcribing, you may be able to "shorten" it by one of several 
procedures, (d) One of the best is that of allowing a little less than a 
double space between para graphs •'^a practice that Is achieved through use of 
the variable line spacer. 

21. (a) Woodland Hills is a beautiful tract of rolling hills, fully covered 
with pine and hardwood trees, (b) Although only a few of the lots have 
actual lake frontage, we bare developed the subdivision so that every lot 

has easy access to the lake, (c) Our subdivision has natural gas, electricity, 
and a public water supply through a pat>lic water district which has just 
been assured, (d) Rany people have expmsed an interest In building a 
permanent hone in this st^ivision, and many others are Interested in a home 
for part-time use (hiring the satnaer with the thou^t of matcing the hone 
permanent later wi. 
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Business Writlnp Punctuation Rules Examination 
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22. (a) In the final analysis ♦ the computer can, on the basis of the program 
stored in its memory, make decisions regarding the course of action to be 
taken, (b) It will follow one set of instructions if a certain condition is 
met ifid another set of instructions if the condition is not met. (c) This 
ability makes it the powerful, refined tool it is in solving all kinds of 
subtle problems, (d) Obviously, the ability to follow this course or that 
one makes it possible for the computer to process a payroll, or to run an 
assembly line in a steel mill. 

23. (a) Hard as we work to put all that man knows into the AMERICAN ENCYCLOPEDIA, 
we work even harder to make sure you can get it all out. (b) To do so, we 
use such means as the services of well -known authorities, and painstaking 
editorial methods, (c) These efforts explain why the information in the 
AMERICAN ENCYCLOPEDIA is so easily accessible— and yet so useful, (d) As 

one reader commented, *'You owe it to yourself to investigate what this 
source of information can do for you." 

24. (a) Let me ask you the following question: Are credit cards for big spenders? 
(b) Certainly the Easy-Way credit card is not, as it is designed for respon- 
sible people, (c) When you have an Easy-Way card, you can budget your 
expenses efficiently^ you can save money, you never have to worry about 
finding lodging^ and you can cash checks in an emergency* (d) In addition* 
you can use an Easy-Hay card to fly in an emergency, rent a car^ charge gast 
or go on a vacation. 

25. (a) We asked a well-known writer to take a good look at the overall concept 
of life insurance; and in this lively informative booklet he discusses the 
basic plans, how they work, and what they provide, (b) Important points you 
may be unsure about are also explained clearly and concisely: What happens 
if you should stop paying premiums? How does your physical condition affect 
your eligibility for life insurance? (c) These and similar questions are 
answered for you— all without obli^jation on your part, (d) Get your free 
copy by returning the enclosed cardt or better still, ask your Salt Lake 
Life Insurance agent for one. 

26. (a) With the Office Aids package, you can have your own repetitive symbols 
and drawing details preprinted on acetate sheets for instant use. (b) They 
can be applied in seconds, rather than drawn in hours, (c) Crisp clean 
reproduction results every time on all types of tracing media, (d) Write 
today to learn more about the package; literature and samples will be 
mailed on request. 

27. (a) Have you ever desired to have an easy painless ^y to improve your 
correspondence techni(^es? (b) Possibly ymr own letter writing is up to 
date, but what about the correspondence of others in your cocpany? Are they 
doing the job? (c) As you perhaps already are aware, niost people have had 
little or no training in writing letters, (d) However, leaminti to write 
effectively can be fun; and our series of booklets proves that point. 

28. (a) Ouir Accounting Department has been working very hard to finish the 
latest statistical chart on our plant^s growth and the sectiM that would be 
of most interest to you is given below, (b) We are enclosing a copy Gf the 
whole report, byt we thouoht that extracting the most pertinent data would 
save some ti«e for yoa* (c) If you have any questions whatsoever about the 
data, please be sure to comunicate dCmtly with Doctor Williains* (d) He 
is» as I aa sure you know, tbe cost knowledgeable person you will find. 



Business Writing Punctuation Rules Examination 
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29. (a) Our Phi Beta Lambda Club here at BYU is planning its annual Job Clinic 
on March 5, and we would like you to share your business experiences with 
us. (b) The purpose of our clinic is to teach senior students how to look 
for jobs, and to explain to them what businesses look for in a recently 
graduated student, (c) We would like you to speak to about fifty students 
at two sessions: 4 p.m. in the afternoon and 7 p.m. in^-the evening, (d) 
These students are the finest in the College of Business, and I am sure you 
will enjoy talking with them. 

30. (a) Prior to a meeting of a board or a committee, the presiding officer 
usually prepares an agenda, (b) This agenda may save a significant amount 
of time at the meeting because those participating will have had an oppor- 
tunity to think about the pros and cons of issues to be discussed, (c) For 
further information, a typical agenda form is shown on page 122. (d) As you 
will see, it is very simple in nature; but its items should be written in 
parallel form, 

31. (a) Members of the Building Commission have given us the "go ahead'* on our 
plans for remodeling Room 245. (b) On the whole, they have accepted our 
estimate of costs, arrived at after consulting Mr. Harold Anderson in the 
Physical Plant Department, (c) However, the Commission members feel that 
our estimate for the cost of the shelving and study tables is much too high, 
(d) As you already know I have scheduled a meeting with Mr. Anderson for 
tomorrow, January 8, at 2:30 p.m. 

32. (a) You, far more than anyone else, know the full value of the policy you 
have purchased, (b) To apply for reinstatement, please complete the enclosed 
application and return it with the overdue premium, (c) Many people make 
the payment of premiums a habit; they make plans to pay the premium along 
with the grocery bill, the rent, and other obligations, (d) Once the habit 
is developed the premium payments are made seemingly without effort. 

33. (a) As soon as your policy has been returned to good standing you will find 
it to your advantage to make your premium payments a habit, ^b) As the 
payments are made, the policy will grow in value, (c) In a few years, you 
will find that you have built a substantial equity in the policy— a cash 
value which is always available, (d) Every day that the policy is in 
force, you and your family will enjoy it for the reasons you purchased it- 
security and peace of mind* 

34. (a) Your recent inquiry is being referred immediately to our sales repre- 
sentative in your area, Mr. R. M. Weatherford. (b) We are sure he will 
forward a copy of your order to you right away if it is not enroute to you 
already as your letter is being sent to him today, (c) Although he has 
never contacted you personally, we feel confident that he has called on many 
of your eiqployees in your packing department, (d) Should you have further 
Questions, or should you want to visit with me personally about our products, 
please do not hesitate to give me a collect call. 

35. (a) The four sets of National Encyclopedia , which we ordered on June 5, 
have arrived; however, we cannot make them available to readers until the 
bookcases we ordered for the volumes also arrive, (b) To enable us to use 
these materials as soon as possible, will you please send a tracer for the 
bookcases* (c) The trim». readable t^e style is certainly satisfactory, 
(d) We would have preferred, however, our first choice of a more traditional 
style for we are accustomed to it* 
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36. (a) Congratulations on your success in adapting William Bryner*s book, THE 
MARSHALL ARMS THEORY, to a stage play, (b) The performance on the opening 
night was certainly tremendous, though the cast was still recovering from 
illness, (c) SometiirrSs an award-winning novel cannot be converted into a 
successful play; but you retained the humor, the drama, and the entire plot, 
(d) I predict that box-office records will be brokea when it reaches Broadway; 
and my predictions have been about 90 percent correct in the past. 

37. (a)' On May 15, 1975, the BYU Alumni Association is holding its Annual 
Banquet at the Alumni Center, (b) Wishing to choose a subject for our panel 
of speakers that would interest our alumni the most, we mailed a questionnaire 
to those alumni who have previously attended our banquets, (c) Ten choices 
were listed, ranging widely over all fields, (d) Overwhelmingly interest 
has been directed taward the subject of increased costs of education in 
relation to the benefits received. 

(a) Making a sharp break with the traditional form of savings and loan 
advertisements Utah Valley Savings and Loan is beginning a series of articles 
on the major financial issues affecting our economy, (b) These articles 
will replace our usual ad— the one found each Monday in the DAILY HERALD. 

(c) The first article will appear next week on the first page of the business 
section; the roTe of debt in our society will be discussed at that time. 

(d) On other occasions this month we will discuss the function of profit, 
interest rates on the U.S. eco'nomy, and the role of the time payment and 
charge account in the American way of life. 

39. (a) On behalf of the representatives of the Intermountain School Book 
Association I would li>e to extend our thanks to you for making it possible 
to exhibit at BYU again this year, (b) Needless to say, we enjoyed very 
much our brief stay in the outstanding quarters you provided; and the 
interest shown in our books was very encouraging, (c) One of the results of 
the exhibit— and perhaps the greatest singleVesult— was that we helped a 
number of teachers and prospective teachers acquire books they needed for 
their classes.- (d) Parking was certainly no problem at all; however, we did 
miss the shuttle bus that we enjoyed last year. 

40. (a) In satisfying the requirements from headquarters, our division has 
completed the tests on all components to be used in the propulsion system, 
(b.) Eatl[\ component has been checked for defects, and each component has been 
given the heat and stress tests that were devised at White Sands, (d) All 
parts were in good working order and reacted favorably to the tests except 
Part No. M-341 which we have returned to your division, (d) Yesterday, we 
recerived a replacement M-341 part, which has proved to be satisfactory. 

41. (a) If you are looking for a way to improve the appearance of your paper 
products, perhaps the chemists at Richfield Paper will be able to help you. 

(b) Martin Wolfinden for example cooks 200,000 pounds of wood pulp in 
three-story digesters, (c) No dial can replace him; only his unique sense 
of taste, smell, and sight can determine when the pulp is done properly, 
(d) The truth is that, despite all the automated machinery, the fi ial 
quality of our paper still depends on human judgment to a great extent; and 
that's exactly where Richfield has a big advantage. 

24 
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42. (a) On March 10, the superintendents of the school districts in our state 
will be having a conference at the Hotel Utah in Salt Lake City, (b) We 
should like very much to have you address this group at its opening session 
which is a dinner scheduled for 7 p.m. in the Gold Room, (c) If you are 
willing, and I have every reason to believe you will be, the group would 
like to have you discuss the problems of the rural school in Utah, (d) Your 
insights, suggestions, criticisms, and praises will be very appropriate-, and 
a few minutes of rebuttal from the superintendents will add a flavor of 
reality to the evening. - -"^ 

43. (a) Employees cannot; however, draw both pay and weekly compensation at the 
same time, (b) This ruling applies, for instance, if an employee draws ^ 
workmen's compensation and wants to take his annual leave at the same time, 
(c) If an injury occurs in the line of his duties, an employee should 
advise his supervisor or department head, who will secure the necessary 
information and have the employee fill in the forms for compensation, (d) 
Please fill in the forms within six days after an accident; otherwise, no 
compensation will be paid to you. 

44. (a) This letter is an acknov/ledgment of your recent order; and, as noted on 
the attached sheet, the order has been shipped incomplete, (b) At the time 
of receipt of your order, we were temporarily out of stock on items as 
indicated; we regret the necessity to back order these items, (c) This back 
order amounts to only a few pounds; and as you are no doubt aware freight 
costs for a minimum shipment such as this are almost prohibitive, (d) In 
view of this fact, we are asking your cooperation by requesting that you 
authorize us to take a course of action that we determine to be best for all 
concerned. 

45. (a) In replying will you please indicate in the space provided on the 
attached sheet what disposition you wish us to make of this back order, (b) 
A stamped, self-addressed envelope is enclosed for your convenience, (c) 
With the additional space and manufacturing facilities of our new plant, we 
shall be able to reduce back orders to a minimum? but, as in this case, we 
shall still have an occasional out-of-stock condition on some items, (d) As 
a result of this expansion, we hope to prevent any major complaints from 
unfilled orders. 

46. (a) Under your outstanding performance as president, our company grew 
steadily on the foundation established by our founder Bryant A. Kimball and 
his immediate successor, Jonathan R. Kimball, (b) I am especially proud of 
the fact (which will be so important now) that the Kimballs maintained an 
organization of devoted employees who could carry on alone if necessary, 
(c) I am pleased to hear that Mr. Stephen 0. Sessions, our vice-president, 
will now assume direct charge of general management functions under your 
direction, (d) Needless to^ say, you will have a great deal of insights to 
share with Mr. Sessions as soon as he assumes his new responsibilities. 

47. (a) On October 5, three trainees will have finished their two-week intro- 
ductory training in the word-processing center and will_be ready to be moved 
to full-time work in your building, (b) They have been working under the 
direction of Miss Cheryl Heservy in the North Center, (c) Each girl has 
learned the procedures" we follow, the names of all company employees, and 
the rights and responsibilities of employees, (d) The girls will soon be 
working under the direction of Kiss Mary Moore supervisor of the South 
Center! nrr 
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48. (a) Many professional sewing aids are now available to the amateur seam- 
stress; and she can, as a result, make beautiful dresses, suits, and coats. 

(b) The Taylor Square Sewing Center is one-of the biggest in Utah County, 
and you can get all of the free professional advice you need there, (c) 
When you start that next project, be sure to visit the Center and ask for 
Mrs. Hansen the director of the Center, (d) She will line you up with one 
of the employees in the Center—someone who has specialized skills that are 
directly related to your project. 

49. (a) All employees of our company are covered by Workmen's Compensation 
Insurance; this insurance is paid for by the Company, (b) Benefits to the 
employee injured in the line of his employment are not to exceed $1,500, 
v/eekly compensation is 80 percent of his salary at the time he left work. 

(c) The first ten days do not count, unless the employee is unable to work 
for a period of six weeks or longer, (d) No employee can, however, draw 
both salary and weekly compensation at the same time— such as the case where 
an employee draws workmen's compensation and wants to take his vacation at 
the same time. 

50. (a) A fine faculty and a very able administration are getting this done, 
but they need our help— and that's why the Hinckley Foundation was organized, 
(b) Its most pressing need, as you can imagine, is raising money for the 
Student Loan Fund for Deserving Students, (c) Each dollar given is matched 
by nine from Federal funds. A contribution of $10 will add $100 to the 
fund, a contribution of $100 will add $1,000 to the fund, (d) The Foundation 
also has other objectives--research grants for the faculty, awards for 
outstanding student scholarship, etc. 

51. (a) Membership socials take place in conjunction with the opening of new 
exhibitions on the first Wednesday evening of each months September through 
April; and you are encouraged to attend these opening festivities, (b) The 
names of museums that v/ill honor your membership and guest privileges are 
listed on the back of your card; this reciprocal arrangement was made for 
your convenience and pleasure, (c) You will receive, in advance, a monthly 
calendar listing activities, exhibitions, art school schedules, lectures, 
etc. (d) Your membership is of definite assistance to all phases of our 
broad program, and we trust you will thoroughly enjoy all of the advantages 
it affords. 

52. (a) As noted on the attached acknowledgment, your order has been shipped 
incomplete, (b) When we received your order, we realized we were out of 
stock on some items as indicated; and we regret the necessity to place these 
items on back order, (c) The back-ordered items will amount to only a few 
pounds, and, as you are no doubt aware, freight costs for a minimum shipment 
such as this could easily be considered to be excessive, (d) Therefore, we 
are asking your cooperation by requesting that you authorize us to increase 
the quantity, add additional merchandise, or cancel the back order. 

53. (a) In your reply, will you please indicate v/hat disposition you wish us to 
make of this back order, (b) We have enclosed a stamped, self-addressed 
envelope for your convenience in replying, (c) With the additional space 
and manufacturing facilities of our new plant, we will be able to reduce 
back orders to a bare minimum, but, as in this case, v;e will still have an 
occasional out-of-stock condition on some items, (d) As a result of our 
expansion, we hope to eliminate completely all complaints resulting from 
unfilled orders. 
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54. (a) Senator Dairisoa, I should like to exjtress to yoa of^ition to H.R. 
4347, which woold aaend the copyright latf to pendt tiii£ use of cofiyrigfated 
saterials in optical and electnMric trai^aission in classroons withMrt 
payment of royalties, (b) As an author of several texttiooks, I believe that 
this legislation as now drafted would virtually eliatinate conpensation for 
the aaary. aany hours of work that I have devoted to the preparatim of 
instructional material for classrooB use. (c> As yoa are well atere, sy 
reiiriwrseaent cones fran the sale of textbooks: and this bill would drasti- 
cally reduce sales, (dj I shall appreciate your careful consideration. 
Senator Oawsoo. of the possible injustices that this bill would inflict on 
writers of textbooks to be used in our schools. 

55. (a) nr. Kauss' letter points out that more than a hundred officials fro« 
less-developed countHes have participated in the special coin^ in develop- 
■ent problaes for senior officials, however he realizes that the requirewnt 
of English as a language has prevented eenaan-speaking cmoitries fron 
taking full advantage of the institute. (b> The special institute to be 
offered next stmer, therefore, is to be conducted in fieraan. (c) IV. Mauss 
has reKHiested that the participants be chosen fron aaong seniinr officials 
wtese duties bHng thea into close contact with the econowic problew of 
their country or region, (d) The sponsoring institution will be expected to 
pay the expenses of ti»e participants in traveling to and fro* Uashington; 
the institution will also provide an ai^propriate living allowance during the 
conference, 

56. (a) «e ^reciate your order for 25 copies of Henry Goldstein's book, 
tmmim EY IWMGOCWT amamS, (b) Ue are sorry that proitoction has 
been tenporarlly delayed on Hr. fioldstefn*s book, however, everything 
possible is being done to get your order shipped within the next three 
weeks, (c) four patience in this aatter is fr«atly appreciated, and we hope 
that this unavoidable delay vill cause you a ninlnoi of inconvenience, (d) 
Your enployees. as I aa sure they will veHfy later, will feel that the 
waiting has been worth the delay. 

57. (a} have received confirmation that we are again authorized to have the 
Placeraent Bureau at this year's meting at the Hilton Hotel, April lO^n. 

(b) no fees will be assessed enployers or applicants for this service, so we 
are sure we will have a great deal of 'business." (c) If you are Interested 
in a position, you ^ register by Sffidfng a data sheet to ne and reguesting 
that it he forwarded to the Placenent Sureiau. (d> For best results, data 
sheets should be subaitted by March 25. however, dau sheets and applications 
will be welcomed at the Plaeewnt $ure*u*s desk anyt1«e during the ««et1ng. 

Sa. (a) The latest edition of the MOOCWI EMCYOOfCDIA Is the greatest In our 
ISO year publishing history. Jb) An enoraous printing materially reduces 
our co$ts; and. under an unusual plan, we can pass these benefits on to you. 

(c) You can have this reference library delivered to your horn now and pay 
later at a cost so low that it Is as easy as buying a book a nonth. (d) 
nmm mCKtOnmh H the nost valuable gift you can give to ywrself and 
other ncnbers of your fwily-the priceless gift of knowledge. 
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59. (a) Photocopying in today's aodero office can be a sensible, convenient, 
aiKl efficient procedure, (b) This stateaent has particular oerit if you 
are thinking of buying one of the new Duplicator 66*s-~the perfect desk top 
copier for today's saall office, (c) The Duplicator 66 resolves the one 
standard coBoplaint directed at other photoa^iers— it,<toes not break down 
freipiently, even under extresely hard use. (d) In addition, the Duplicator 
66 does what other copiers do— it aakes clean, fast, readable cities. 

60. {a} rou may! fee interested in knowing that since 1935— **en Oeseret Mutual 
Savinos and Loan pioneered low cost installasent bank loans— thousands of 
citizens in our state have bonxwed aoney for many purposes and have been 
oreatly pleased with the service they have received, (b) You, too, could 
participate as a satisfied, custooer of Deseret Mutual, (c) All you have to 
do is give us a phcme call or stop in; and the respwise fron us will be 
that of fast and fHendly service, (d) Vlhat's nore, you'll be joining the 
other tfiousands of satisfied c«sto«rs we've served this year— you'll 
becone a laeinber of a very exclusive cltib. 

61. (a) I would like to talk to you about one of the mit inportant inventions 
of our ti«e— the electronic coaputer. (b) The future of the world could 
perhaps be swnned up in these three words: coBsputers and chan^. \C, The 
coB^MJter will benefit you—the housewife, the student, the white-collar 
worker, as well as the scientist by doing nore and wore of the bonng and 
menial Usks. (d) The cooputer deals in infonrntion; and, according to 
Doctor Blake, "Inforwtion is what makes the world revolve." 

62. (a) One of t^ «afn reasons we provide our analysis service is purely 
selfish: showing soneone a better way to do a job is the best way to win a 
customer; and keep hiiB. (b) There are three cHtical areas our analysis 
presently covers: narket analysis, use analysis, and materials analysis - 

(c) If you try our analysis service, you «ay have similar results to tihose 
of one of our recent customers who saved 3 cents a case or $50,000 a year, 
with the help of our suggestions for modifying packaging procedures, (dj 
As a final thought, you'll surely end «p with a totally new perspective of 
packaging if you do nothing more than cfjeck into our analysis service. 

§3* (a) How many people work in your office? Two? Two hundred? Whatever the 
case, you could save their time and your money purchasing a Streamliner 
«afl opener, (b) The Streamliner cuts a hairline edge off each envelope 
neatly and quickly— little envelopes, big envelopes, thick envelopes, and 
thin envelopes, (c) Three models are available: The hand-operated SHO. 
the electric SE, and the automatic AS. (d) If you employ more than fifty 
office workers, the Hodel AS will handle all kinds of envelopes, large and 
small, as fast as you can feed it; and it will pay for itself In one month's 
time. 

64. (a) The causes of aggressive behavior in some children vary widely— a fact 
that you will ncedi to keep in mind in your teaching, (b) Some children for 
example are less capable of controlling their feelings than others, (c) In 
some children, too, actional development lags far behind physical growth. 

(d) ifliatever the causes of aggressive behavior, the child needs more under- 
standing. He needs someone— a teacher, a fellow $tu<tent. a parent—*^ 
win inspire him or work with him until he learns to control and redirect 
his feeling*. oq 
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65. (a) Some disruptive chan^ have occurred in oar cocpany in the past few 
months; you should be aware of these changes **en you plan for the futiare. 
{b) The najor one was of course the aierger of our coopany with the Seventh 
East Construction Coopany. (d) Another iios the noving of our offices to 
Ooden on July 10~a decision that is being regretted in laany circles today- 
(d) Lack of tiaae prevents me frora detailing the reasfws behind these changes; 
but yc'j can, of course, expect a full explanation from we during our forth- 
camng sales conference. 

66. (aj The enthusiasn that followed your presentation did not diainish for a 
long tine after the diimer. During that tiae, enoudi funds were raised to 
plant a dozen pine trees at City Park, (b) Also, three conrittees were 
form^ to help carry out your three-point plan for Provo's beautification. 

(c) These corairittees plan to visit the run-down areas of the city to. get 
sooe ideas on how we, as citizens, can assist with beautification. (d) Ue 
hope you appreciate, I*r. McKay, how truly grateful we are that you took the 

^ time to give us your views. 

67. . (a^J^ile flying froia Idaho Falls. Idaho, to Salt Uke City, Utah. Mr. 
"'Ro*i4>erry. supervisor of tte Advertising Oepartnent lost a v«ry ccmfidential 

report on next year's plans for the new desk, (b) His losing the report 
r CAUflPrimwch anxiety among the xsescters of ianagement, as the report contained 
pictures of the new product t*ich were not scheduled to be released for 
another four months, (c) As luck would have it, however, an honest student 
.-from BVU found the report and returned it to Mr. Hoidberry. (d) kGbile the 
' - student was hoi^st. he was also very slow; Ifr. Rowberry did not get the 
report until two months after he had lost it. 

68. (a) We appreciate your recemt letter. We are pleased to hear of your 
interest in our products, (b) Your request for our stosier catalog has been 
referred to Mr. Henderson Yowng our sales repre^tative in your area, (c) 
He is in charge of all sales distribution arrau^epefflts in his territory; 
and he can verify whether an opening does in fm^ WA^^t for another outlet. 

(d) I believe that he plans to visit you soaetitee next laonth, and I will be 
sure to have his secretary call you to confinn the exact time. 

69. (a) Let ine assure you thai, within my powers of physical staarina, I shall 
continue wy interest in the activities of the Utah County Mental Health 
Association, (b) I, a lawyer in Provo, firwly believe that the proper 
handling of many legal cases can come about wily through working with 
experts in the field of mental health who are coiapetent to advise wheni 
rental illness is a factor to be considered, (c) Your notice regarding the 
annual dlnrmr meeting has been received, and Mrs. Peterson and I do plan to 
attend, (d) I shall respond to this notice just as soon as I an able to 
confimi the number of our guests; I hope this arrangement will be satisfactory. 

70. {fl) As I have explained earlier, some large organizations are composed of 
several divisions, (b) Most divisions indicate their affiliation in their 
letterhead; and some do so in the closing lines of their letters. The 
arrangeiwnts of the closing lines vary, (c) In so«e instances the ccwpany 
nme is typed first and the division name Is typed underneath, in other 
Instances the division fM«e is typed first, (d) Occasionally, distinctions 
are made not only by vertical placemnt but also by u« of capitals. 
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71. (a) Ue are delisted to receive your subscription to our new oagazine, 

TCOAY'S ISSUES AJffl TtvEKDS. (b) You will begin receiving;it *dth the January 
issue, service to you after that ti»e will be contimjous- for ^pie full term 
of your order, {c) If your subscription is a renewal and sta?Wh5'it with 
this issue will cause yau to «iss a copy, we are sorry; however, because of 
exhmtsted supplies, we 'cannot start any subscriptions—new or renewal- 
earlier than the January issue, (d) ilben you begin receiving TODAY'S 
~ ISSUES fittn TREMDS, we would uelcocne any coszients yrai have about the quality 
of the articles- 

72- {a) If you are working for an executive in the conpany, you can park your 
«»r on the north end of the Executive Garage, (b) If you need your car 
fe afore four o'clock in the afternowi, you should call the garage and ask 
that your car be brought to the departure area; you aMSt, however, call at 
least an hour ahead of tiae. (c) As you probably know, directors of the 
• coqiany are furnished transportation to and froo railroad stati cms. airports, 
etc. (d) ftaabers of the Board of Directors also have use of coB«>any cars, 
anrangefoents should be made thrcMwh the garage for any type of transportation. 

73. (a) In an effort to give you the best service, we have selected our closest 
possible substitute, giving careful consideration to style and color, (b) 
We feel sure that our choice will aeet with your approval; and, as far as 
we can tell, this siAstitation is the only way to fill your order, (c) 
Because Style X-52 Is one of our top sellers, we believe you will be particu- 
larly pleased with this substitution, (d) If you do not care, however, to 
accept this mrcfeaiKifse. itist r^ us within a aaxiauta of five 
days, and we shall be responsible for freight charges. 

74. (a) At the last joint weetino of the Eoployee-Eaployer CoBwfttees. sone 
cotnplaints were voiced regarding nilk breaks, (b} The Enplc^ee Cocnaittee 
expressed the feeling that very often the ei^tlo^ was too rushed in the 
late rooming to take his break, and the Qaployer ConnUtee. on the other 
hand, expressed the feeling that too often the lO-nimite vilk break extended 
to 15 or 20 minutes, (c) By a najority vote, ««bers of the coranittees 
agreed that all silk breaks would be taken at the sane tine, (d) The new 
procedure begins on June 1, 1975. and will the conducted in the nanner 
specified on the enclosed notificatioin ^et. 

75. <a3 Thai^s for your recent letter in which you express your opposition to 
H.R. 17403. which provides for a bill to anend the Vocational Education Act 
of 1963. (bj This legislation is pending before one of the subcomnittees, 
and I have been inforned try the chairaan of this subooRnittee that no date 
has yet been set fCM* hearings on this aeasure. (c) I have also bem advised 
that there is considerable (4)position to this proposed Tegislatioi* in Its 
present foria, although relatively little has been expressed by N»enak1ng 
educators, (d) At the present tiiae, I have not had the opportunity to 
study this bill In any great detail, but. If It should pass the House and 
com before the Senate for consideration, ywi have my assurance that the 
bill will receive adequate attentiM fron m. 
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76. (a) Much as I dislike doing so, toy unpleasant task in writing this letter 
is to remind you of your balance of $63. (b) You have always been very 
proopt with your payments in the past, therefore we find it very difficult 
to understand your delinquency at this tine, (c) If you have a valid 
reason for your inability to sieet your payments, please let us know; we may 
be able to extend your account, (d) Because we are totally unaware of your 
financial status, a reply would be appreciated by the 15th (or at the very 
latest by the 20th). 

77- (a) Because you carry an extensive line of stationery items, you will be 
interested, we think, in our new self-sealing envelopes, (b) A sample is 
enclosed, for you must see this product to realize its fine qualities, (c) 
This envelope is available in different sizes; its versatility, therefore, 
will be readily apparent, (d) Mike Shannon, our salesman in your area, 
sugoested your firm as one that would have a great demand for this kind of 
envelope, consequently, we are bringing this new product to your attention. 

78. (a) As one who entertains frequently and gracefully, you will welcome our 
new bridge mix— the first major change in bridge mixes in the past 25 
years, (b) Packages are appropriate for use as after-dinner candy, during 
bridge games, or for gifts on special occasions, (c) They can be purchased 
in half-pound boxes, or they can be packed in larger boxes; consequently, 
they are adaptable to any situation or pocketbook. (d) Our one-pound boxes 
are the most popular because of the attractive blue l»x; but we can make 
the same box in yellow or green through special order. 

79. (a) If your failure to renew your subscription to THE NATION'S ECONWY is 
an oversight, then please take this opportunity to renew now. (b) On the 
othir hind, if you have intentionally let your subscription expire, will 
you please let us know why you have made this decision, (c) Your remarks 
will help us make a good magazine even better; you may use the form below 
for your reply, (d) Just fill it in, insert it in the postage paid return 
envelope that is enclosed, and mail it back to us. 

80. (a) We would like to give you without cost a beautifully-illustrated 
volume of a new source book, THE FAMILY ENCYCLOPEDIA, (b) To receive your 
volume, simply detach the reservation certificate already made out in your 
name and mail it today, (c) You do not need to buy anything; you are under 
no obligation whatsoever; and you can cancel your mend)ership at any time, 
(d) If you fill out the certificate, the volume is yours; and we think you 
will be so impressed that you will desire to purchase the other volumes in 
the set through our special membership plan. 

81. (a) Vie are in the process of updating our records to insure that they 
reflect correctly your present position, achievements, publications, and 
current address, (b) Hill you please complete and return the enclosed 
postal card to insure that our records are up to date and tf)at you will 
receive all of our publications and announcements for the coming year, (c) 
Ue would especially like to have current information on your consulting 
activities—the names of cwipanies involved, the types of consulting done, 
and the impact of the consul tine on the firms, (d) If you could possibly 
return this information by the 2Sth, we will then be able to move along on 
schedule with our publishing deadlines. 
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82. (a) What do you look for. Mr. Miller , in»'«^^J°^"^„Sr)^^? d^I^lousl^* 
the answer is safety and a good return- ^^ts^wtf yO^ , 8dK^^^t<^he2?*— 
the benefits from your savings at ?t(^J^ Ji)(;^\h^XiO^^^ ^S^'m VK 
your money %rin enjoy maxlmian safety ^/'S pay z(^J:}M^^7a\ S'^^st 
allowed 
you need 

earning the highest bank interest pos^' ^ ^ 

83. (a) The Kwikopy 15 photocopier does v/^*J ^°J'^-'^|ja^<i^ "tJSl 
clean, fast, readable copies. * * " — 
exclusives; but we won't bore 
advantage; a awch better record 
of "tine off." (d) In short 
that will keep going for hours at a 
both the short and long runs. 

84. (a) Interniountain Check Service desiJ/^^\ ami sti^J^^^ 
present system, with plenty of extra IP^ f\%p^AV^ ^ x^JS." uLJ^^^ 
is a modem idea, only one of scores ^fl/e ^»*«5i«i^*^'^na2[f^*^r^ *^an 
explain to you. (c) Just reraeniber thj^ J'^'^^oy^^^ fdrS^fc^S^a?!^'** . 
the one item they n»st assuredly will aw^y- Lh^f^d ann 
brochure; call for an appointment witv,,V^^PN\CiiJr f^^/^lt\'^v^^* hau ^® 
prepared to do some of the most effec^^*^ Vuse ^^"^^ 
ever witnessed. 

Prepared by Ted 0. Stoddard 

Business Education Department 
Brighara Young University 
Provo, Utah 846C2 
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a 


b 


c 


d 


e 


46. 


a 


b 


c 


d 


e 


47. 


a 


b 


c 


- d 


e 


48. 


a 


b 


c 


d 


e 


49. 


a 


b 


c 


d 


e 


50. 


a 


b 


c 


d 


e 


51. 


a 


b 


c 


d 


e 


52. 


a 


b 


c 


d 


e 


53. 


a 


b 


c 


d 


e 


54. 


a 


b 


c 


d . 


e 


55. 


a 


b 


c 


d 


e 


56. 


a - 


b 


c 


d 


e 


57. 


a. 


b 


c 


d 


e 


58. 


a 


b 


c 


d 


e 


59. 


a 


b 


c 


d 


e 


60. 


a 


b 


c 


d 


e 


61. 


a 


b 


c 


d 


e 


62. 


a 


b 


c 


d 


e 


63. 


a 


b 


c 


d 


e 



Uame 



64. 


a 


b 


c 


d 


e 


65. 


a 


b 


c 


d 


e 


66. 


a 


b 


c 


d 


e 


67. 


a 


b 


c 


d 


e 


68. 


a 


b 


c 


d 


e 


69. 


a 


b 


c 


d 


e 


70. 


a 


■ b 


c 


d 


e 


71. 


a 


b 


c 


d 


e 


72. 


a 


b 


c 


d 


€ 


73. 


a 


b 


c 


d 


e 


74. 


a 


b 


c 


d 


e 


75. 


a 


b 


c 


d 


e 


76. 


a 


b 


c 


d 


e 


77. 


a 


b 


c 


d 


e 


78. 


a 


b 


c 


d 


e 


79. 


a 


b 


c 


d 


e 


80. 


a 


b 


c 


d 


e 


81. 


a 


b 


c 


d 


e 


82. 


a 


b 


c 


d 


e 


83. 


a 


b 


c 


d 


e 


84. 


a 


b 


c 


d 


e 
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ROLES EXAMINATION 

Date^^ 

Course » Section, Instructor 



RULE NO. 



1. 


a 


% 


c 


d 


e 


22. 


a 


b 


c 




e 








D 


Km 


u 


C 


23 






c 


d 


e 


1 


3. 


a 




c 


d 


e 


24. 


a 


b 


c 


d 






4. 


a 


k 


c 


d 


e 


25. 




b 


c 


d 


e 




c 


O 






N 


w 


26. 




b 


K 


d 


e 


2 


■ 6. 


a 


b 


c 


d 




27. 


X 


b 


c 


d 


e 




7. 


X 


b 


c 


d 


e 


28. 


X 


b 


c 


d 


e 




o 


a 


k 

w 


/* 
w 


H 


w 


29. 


a 




c 


d 


e 


3 


9. 


a 




c 


d 


e 


30. 


a 


b 


c 


d 


K 




10. 


a 


k 


c 


d 


e 


31. 


a 


b 


c 


i 


e 




IT ■ 

11* 


- . 

a 


D 


— „ 


u 




32 - 


*• 


b 


■ - c 


d 




- ...4—.- - — 


12. 


a 


b 


c 


d 


ff 


33. 


X 


b 


c 


d 


e 




13. 


a 


b 


c 


i 


e 


34. 


a 


k 


c 


d 


e 




14 


^ 


h 


c 


d 


e 


35. 


a 


b 


c 


ii 


e 


5 


15. 


a 


b 


K 


d 


e 


36. 


a 


b 


c 


d 


« 




16. 


a 


It 


c 


d 


e 


37. 


a 


b 


c 




e 




17. 


a 


M 


c 


d 


e 


38. 


X 


b 


c 


d 


e 


6 


18. 


a 


b 


c 


d 


« 


39. 


X 


b 


c 


d 


e 




19. 


t 


b 


c 


d 


e 


40. 


a 


b 


}L 


d 


e 




20. 


a 


K 


c 


d 


e 


41. 


a 




c 


d 


e 


7 


21. 


a 


b 


c 


d 




42. 


a 


« 


c 


d 


e 
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RULE NO. 



43. 




b 


c 


d 


e 


64. 


a 


K 


c 


d 


e 






44.. 


a 


b 




d 


e 


65. 


a 


K 


c 


d 


e 


8 




45. 


iL 


b 


c 


d 


e 


66. 


a 


b 


c 


d 


H 








y 


0 


c 


A 
U 


6 


D/ • 


a 


h 












47. 


a 


b 


c 




e 


68. 


a 


H 


c 


a 


e 


9 




48. 


a 


b 




d 


e 


69. 


a 


b 


c 


d 








49. 


a 


K 


c 


d 


e 


70. 


a 


• b 


a 


d 


e 






50. 


a 


b 


a 


d 


e 


71. 


a 




c 


d . 


e 


1 w 




51. 


a 


b 


c 


d 


if 


72. 


a 


b 


c 




e 






CO 


a 


D 


1/ 


A 
U 


r\ 
C 




a 


h 

LI 












53. 


a 


b 


a 


d 


e 


74. 


a 


i, 

h 


c 


d 


e 


11 




54. 


a 


b 


c 


d 


a 


75. 


a 


b 


c 




e 






cc 

00 m 


■ 

A 




^ 

W 


X 

u 




-76— 


—-a 

o 


- H 

o 


— - 


-d — 


— g 






56. 


a 


K 


C 


d 


e 


77. 


a 


b 


c 


d 


e 


12 




57. 


a« 


b 


c 


A 


e 


78. 


a 


b 


c 


d 








58. 




b 


c 


d 


e 


79. 


a 


b 


c 




e 






59. 


a 


it 


c 


d 


t 


80. 


H 


b 


c 


d 


e 


13 




60. 


}l 


b 


c 


d 


e 


81. 


a 


b 


c 


d 


« 






61. 


a 


b 




d 


e 


82. 


a 


b 




d 


e 






62. 


H 


b 


c 


d 


e 


83. 


a 


b 




d 


e 


14 




63. 


a 


b 


c 


d 


a 


84. 


a 


M 


c 


d 


e 
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EXHIBIT 4 

RESULTS OF PUNCTUATION RULES DIAGNOSTIC EXAMINATION 
Student 



Rule No. No. of Correct Responses 

1 

2 

3 

4 

5 

6 

7 ; 

8 

9 

10 

11 

12 

13 

14 



Total correct out of 84 
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BASIC PUNCTUATION RULES FOR BUSINESS WRITING 



1. Use coiranas to separate words, phrases, or clauses in a series, 

a- Words: The report contained tables, charts i and graphs. 

TotaV sales figures of 23 cars, 9 trucks, and 16 pickups were 
reported for the month. 

b. Phrases: The report can be found on top of my desk, in the middle 

file cabinet, or among the papers in the outer office. 

c. Clauses: The supervisor responded-to such items as who provided 

the figures, why they v/e re provided, and what would be done 
to solve the problem. 

Discussion : A series as used in this instance involves three or more items 
arranged, iri^ 

T ical constructions' might be "used^^^^^^ types of "iYOTsli the simples^^ 

v/ay to relate to them is in terms of words, phrases, or clauses. 

Remember that you must have at least three items to employ this rule. For 
example, the punctuation in the following sentences is incorrect: 

The report contained tables, and charts. 

The report can be found on top of my desk, or in the middle file cabinet. 
The company declared a higher dividend, and promised to replace the ^ 
— outdated^-equ-ipment. — ^—^ 

Some writers suggest that the comma immediately preceding the conjunction 
may be eliminated. While this practice does not cause confusion in most 
instances, it does in others. For example: 

The menu for the week included orange juice, fresh fruit, waffles and 
ham and eggs. 

Announcements were given to secretaries and clerks, supervising 
teachers and cooperating teachers, counselors and advisors 
and superintendents and principals. 

Therefore, for the sake of consistency, you could wisely include the comma 
preceding the conjunction in all cases. 

2. Use a comma to separate two consecutive parallel adjectives modifying a 
single noun. - 

The lengthy, detailed report was completed this morning. 

Mr. Smith performed his obligations in a capable, conscientious manner. 

Discussion : When you have two or more adjectives preceding a noun, your 
task is to determine whether to use no punctuation with the adjectives, whether 
to use the comma to separate them, or whether to use the hyphen to join 
them as explained in Pule flo. 13. 
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Do not separate the adjectives by a comma if the last adjective that precedes 
the noun is closely connected in thought with the noun to the extent that the 
first adjective modifies the combined^^idea of the last adjective plus the noun. 

In other v/ords, the combined idea of the last adjective plus the noun might 
be thought of as the ''entity" or "thing" being named. The noun cannot be 
fully understood if the adjective and noun are not combined. For example, 
in reporting your income tax, you must distinguish among the noun income , 
and the adjective gross plus the noun income (gross income), andjthe tv/o 
adjectives adjusted and gross and the noun income (adjusted gross income): 

His figure for the adjusted gross income was not correct. (The "thing" 
is not just income but rather gross income that is adjusted.) 

Other examples of consecutive parallel adjectives modifying a single noun: 

Today I completed the annual financial statement. (The "thing" is the 
financial statement; the adjective that describes the financial 
statement is "annual.") 

He pu r cha sed , a genu i ne, oi 1 ^pai n ti ng a t the sal e.. XXhe "thing " J s the 

oil painting; the adjective tha^ describes the oil painting is 
"genuine.'*) 

- ■ Two good ways to determine whether consecutive adjectives should be 
Separated by commas or joined by hyphens are as follows: 

a. Insert the word and between them. If the expression still reads 
smoothly with and inserted, the adjectives should be separated 
by commas. 

b. Reverse the order of the adjectives. If the expression still reads 
smoothly and makes sense, the adjectives should be separated by ' 
commas. 

For example: 

The company is looking for competent, ambitious young men. (We 
can sensibly think of the young men as being competent and 
ambitious. We can also refer to the men as being ambitious, 
competent young men. Therefore, we need a comma to separate 
the adjectives.) 

Each salesman will get an appropriate living allowance. (We cannot 
sensibly think of the allowance as being appropriate and^ living. 
Mor can we call the allowance a living, appropriate allowance. 
Therefore, no comma is needed to separate the adjectives.) 

See the discussion following Rule No. 13 for further assistance in punctuating 

two or more adjectives preceding a noun. 

3. Use a comma to separate long independent clauses in a compound sentence 

v/hen the clauses are joined by a coordinating conjunction such as and , but , 
or, or forj . 

You will receive my final report tomorrow, and you should make your 
decision soon thereafter. 
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We win place you on our mailing list, but the final issue will not be 

sent until next month. 
You may send your check today, or you are welcome to use your charge 

account. 

The meeting accomplished its purpose after all, for everyone in 

attendance cooperated in making. the decision. 

Discussion : An independent clause expresses a complete thought. Each 
independent thought, therefore, could be expressed as a simple sentence. 

We frequently join or connect independent clauses because the clauses are 
related -or because we want to achieve variety in our writing. When we 
connect the independent clauses with a coordinating conjunction, we use a 
comma to separate the clauses. The result is referred to as a compound , : 

sentence if no dependent clauses appear in the sentence. 

Another way of describing this process is to say that we use a comma plus 
a conjunction to join the independent clauses. 

The issue of whether you are joining independent clauses v/ith the comma plus 
the conjunction or separating the clauses v/ith the comma is not critical. ::y^ 
"The important" t claWes^as'^being^independent'and ■ ■ ---^^ 

then to punctuate them accordinoly. . -'^'M 

As you think about Rule No. 3, you might logically ask, "How long is long?" ^; :| 

While the rule suggests that the coima be used to separate long independent . S 

clauses that are joined by coordinating conjunction, for the sake of consistency r:| 

you could always separate the clauses with a comma, no matter what their length. v^t^ 



4. Use a comma to set off a dependent clause that l)recedes a main clause. 

As you can see, the job requires considerable skill. . 

V?hen you have completed the assignment, please sign your time card and 9 

turn it in to me. . v J 
If his v/ork is satisfactory, we will probably hire him on a permanent 

basis. f"' . ■■ , ■ ■ ''-M 
While you prepared the report on time, your data were not entirely 

accurate. . . 

Discussion : A dependent clause does not express a complete thought. ^ This . ^ .^^ 

type of clause is often referred to as a subordinate clause because it is of ; :::^^|| 
lesser importance than the independent or main clause. 



3 



A sentence that contains one or more dependent clauses plus one independent : 
clause. is referred to as a complex sentence. We use the two types of clauses §|| 
in the same sentence because each expresses ideas that are related to the other.|| 
The idea in the dependent clause, however, is subordinate to or less important || 
than the idea in the independent clause. A comma is always used to sset off; a:,^j||i 
dependent clause that precedes an independent clause. .^Il 



5. Use a comma to separate the independent clause from clauses of reason 
t introduced by for or as and clauses of concession introduced by thouoh 
* or al thouah. 



■„. '.•'•J-jH 



We v/ill need the stationery by the first of the month, as our form letteir||| 
will be mailed soon after that. (Clause of reason) ;:,|| 
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nftst HDfoft mmttrt mrtt4 to raturn to morfc, titiioyifh mmy of tlicn 
dfd not Hit th* urm of th* centftct* (Ctcttf« of ce««cosi1o<»]| 

0l|Cif|lon: Tilt dtpcodtot c!««is«*s "nonMl* potltlen In o sontone* U fo11ow> 
lAf tft* Indt^todtfit cliwso* f^t dcpcodtfie clAiitos thit follow tlio i w dt y to d t o t 
c1««no <to net retire fmnctititleii to Mt ttow off. A few. hOMtvfr, tint 
cotild tett I* Ofscrlt^ «t 'elawm of rotsoo" or "citusos of trnxm^im* ma 
Umt «r« fiitr«4(*ef4 uiih tte Ity ner^t )fst«o In tlw ml* tlMtltf b« 4«t off 
witti cowwit. 

l*s« « compie to tot off Introdacton «ord$, loiw prvpotltloml plirasost 
fhirtteititiil t)lr«s««« in4 Inflnltlvo ptifmim* 

«. Wprtff I tocl4l«ntil1jr» «t Kiv* s«nt your tmmrf to tlw how offlco. 
f*tvtftiNtl««t« tn* bnmh offic* rtMtlnod opM on wtctcwis* 

b. ^rtootHlonol ipirtm; In lint now iil1t09« r«^^ft«irstH«nt iwllctts. 
yoo will Htv* to flit for rtlntertointtit. 
fiotwMn new mS mx% mmVi*» fvu ttteoltf p\w to tnerMS* yoor 
Mitt tijr it lottt iMlf . 

C. f«rtlcl»l«l (itamiot : mi^im tilt fcttt. wt ptj^mS otr or4tr rlftit 
tf ttf tim firtt of tlw iiont4. 
fKOfdnino t^ «B#tl caf«fw1lr» I noticctf «t««)r»l fitwi In Its 
centtfuictlon* 

i» (nfinltlwt To undtrttantf Uht ^ti, foo outt ki^ iccott to 

th* clitrtt. 

To fMnrciot* « ntn «ntt« m Imi to mt ^ milsltlon ai^ltt^ 



H ^ mi^ akmt ^It !• yoHi i^#t loflcilly ott* *iow leno 
H loMgr tit* mU mmnt% mt m tmm It «ttil u 
ttpiritt lont' lotfentftd^ cltotct t^t «r« Jolnotf ^ coof^tntif n« 
coiiiJ«wctton« «t«f ^ $•*« 'Of coM^ltliitney yon cooM otwoyt titm^t* 
etooitt witfc m iOBM^ no notttfr thtlr Itoftii^ 



Hi* * como to «*t off « <Hi»tii i tn t clMttt tlit^ fic«c *( i e i « ■tin cl*«i*« 

H .««* con «f*t ti* jok fwlrtf f£9MMI«^% ttEf11» 
mm ym iiv* «sHpl«t«tf ti* tm ivmmi n p^mm §l9n ymr titi* c«ri Mitf 
CMTtt ft f* to m» 

tf Mit wift It sotisftctory* w* wilt pt^Nbly Mr* on » pgwwiit 
fcotit. 

Mbll* yo*_j ffnm ' t< til* roport m tie** jwor wcr* «»t tftttrtljr 
occwmt** 

yt^it|l»*j ! i iiptaiint clottt* efttsi • c**f let* tSwoyiit^ TM $ 

tvf* of cloof* H «ft«tt rt^iftotf i» os o sowrHintt* clown* Meows* ft in of 
l«tt«r iufmrtmm tMn ti* f niipintinii or wlo c1owsc« 

A wmmmt ttet cantitfif' on* «r «o*» <t»ii rt uit ctootot p1«t mm tiilMiuiiiiiit 

CtOWSiC is ff*f^ft«i t» OS • dMpltX i««t*M»* Mt Oft* ti* tw» tfptft if c1o«s«t 

f* tt* soM* ii t mbmm becowt* *«c^ cayttsstt lieos titt or* rtlotti to ti* 
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extmr, lh9 i4«a in m itept<id«fit cUtist* houevef-, U ttiterdffittc to or less 
le^Unt tJun t»« Idti In the 1i»dep««)dc«t c1«tis«. A comm fs ilM.n used to 
set off « iSepcfMleivt cime thit precedes en Indepcndefit c1«ttse. 

tite e conn to seperate the Independei^t cliuse trm ctaitses of reiton 
fRtre^uccd ttf for^ or «i efid clauses of tOflcesstoo fntroduced thowah or 
atthpitoli > 

He wHI need tfie stationery hy the first of the iionth, as o«r fom 
letter 

wltl be nailed soon after that. (Claitse of tt*%m) 

mt imfoii wrters aoreed to return to nork, a1thei*9h mny of thew 
did not like the tefm of the contract. (Claiise of concession) 

OtscMStton : The dc|tendent cla«ise*s "noraial* posf tton In a sentence Is 
follovdnq the I n de p e nde nt claese. fwt dependent cleotcs thit follow the 
Independent clause do not reoitlre punctuation x» set thiii off. A few* 
however, thet c«ttld best be descrihe^l as •claese* of reason* or •cUiises of 
concession* and that are tntrtdt^ced with the Mry wor^s ttsted in the rule 
sfMMifd Nr set off with coeeies. 

t»s« a cmem to set off introd»etor» wor^, lonct preposlttonel phrases » 
fsrticl^lat phresest end Inflnitlv* phrases. 

a. Iterds: tnc1denutly« we have sent your siMry to the hOM off let. 
Nevertheless* the branch office renalned open on weetends* 

fe. l»reposlt1onil piwasest In lint ««ftli new artleefe retntmrseneiit policies. 
yo« wfM hav* tt» file f^ rei ntoiri i tn t. 
tetwetn new «ntf next nonth. vow shoeld plM to Incrtese .v«R»r 
sales by at 1«Ht half. 

c. Participial phrtsest liooint for the betl« we placed o«r order rifht 

after the first of the nonth. 
Caaninine the node) carefelty, I noticed teverel flaws In f U 
construction* 

d. Inrittltlvt phreses: To «i*iderstand!( the data* ««« «HSt hive ecctits to 

the Cherts. 

To perchese a new unit, we tited to f«t the n^visf tfon coaflefed 

mscwsslewtt IMS mie applies to words end p«ir*s«s ti^t are *in tiodiictorj * 

in Aatat9**taie^ tiuit tmm et the first of « senteMW and titat tend 

to *intrdd^* tfte t ndepew d wt cla«t« that foltows. 

Althew0 Che saiQOest thet lone. In tr od ec tofy prepesltlonal 

nUreses shovld be set «f f with coames. for fihe sale «f eenslstency 

ym tmU elwifS set off tntf««M:to«y iMtpesltldnet phreses. no 

ntttter iihat their leneih. 

few need aot be dverly cs n cK'n ed 4ttoiit Identlfjrini • pH-ttclptel 
phrasie «r en ti^liflbe please et secfi. oltftoofli ym cat anrt ml 1y 
pwncbiebe se«l«Mc«$ with swcii l iU Pi h i ctiey pleases If |o« can 
recemHic the phrases. Vew iiliht mm rcfOdity Identify such phreses 

«s '^eerftet pAevset.'* _ 



A vtrbMl mipht also be called « "modlffed vtrb." Thit fs, a furtlclple or an 
Infinitive has the simsular dfstln9u{sh1n<> characteristic of a verb. CacH shows 
ictltm. l^loi<ever. In the case of a participle or an lRftfllt1y«« neither can 
fttfictim as a verb. And jret the action Is still evident* The participle will 
alMys have an »im or an ^ed ending affixed to the verb: end the Inf .^Itlve 
«in always have the word 'to** In coiijtinctlon idth the verb. 

Perhaps the best rearlnder that such Mords and phrases as arc Identified In this 
rule need punctuation Is the natural 'feel* of the sentence as you read It. tf 
you rt*4 It as a r^k4tr nnoutd, vou idlt notice a natural peuse follokrlnq the 
Mord or phrase. The point of the pause Is where the coim «)oes» and the "feel" 
fw this pause Is JNtst as useful as knowing the part of speech of the wcnrd or 
the tvpe of phrase. 



7. 4^s« connas to sep«fiite a nonrestrlctlve (nonessefltlal } phrase or cTause 
frm the rest of the sentence. 

a. Erases: The chalrmn. hoping for the best, oave the report to ate. 

All the fMAbcrs of the cnmlttee* In spite of the Tate hour, 

aorced to stay until e dtcltlofi mis nade. 
The supervisor, to put hfs point across, discontinued the nifht 

shift. 

b. Clauses: Your report, which I have reed with cart, dteflnes our 
nosltlon 

ctearly. 

f*1ss iueltle Tibbltts, wlio new wens in our office, used to be In 

cnartMi or tue ceiitcf • 
^ wrote to t«seteh Valley femltart, which eerted to mke e 

sobstaetlal eontrlbiitloii. 

fl scusslon t tie fri(|iicAtty «u«t decide whether e plvese or e cla«s* i% 
restrictive or imtresttcttve. If we could think of syhonyM of these 
teres, we trtfht esit ourselves wbether the phrese or the ciaiise is ^essential* 
(restrictive} or ^AOMeisentlal" Cnottrestrlctfye). tf the phrese or clavse 
is esseettal for caa^lete eiee«1iMi« comet ere not neetssery. ftowever. If 
the phrete or cluise Is not essiiiiitial for cwftlete *mm%»i^ then coames 
mst be' used. 

Sonethaes the dtclsioc aboat whetiier the phrife or cYawse is esseotlal to 
cteoletc eaenlMa iiffirt be thoeeht «f as i« *edeuted fwest." tm 9et»ere1. 
Hiwever, .vow ca« be swrt that pe«ct)Hit1e« Is MCdM areeei the homsentlel 
. fihrese or cleese if the ehrese or cleese Is aot needed to fdietttf fy the wmm 
that the phme or cleese ewdlffef* 

t. lise cMwn to set off psrentlMitlcet tuerds, pirasM or cleescs, 

e. itevdt: Ve hope to ffailsh the Job* however* by the end of tte iMtth* 
tlo decfsiOM wos* ee etfthi leUy «ode le f^mr of i^r c1leot« 

flresett to the first piece, the coitrtct bfts etreeiy leeo aweried. 
Be detv on the ^pneot has* of ceerse* bceo 
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c. Clauttt: Tht etecUiofi Is, is yoti can Mil Inafine, uf^sofNilar with 
the coninU^. 

Vnt Incooi »dl!« we think • be ^rcAter this ouartcr then Ust. 

Ditaisitofi ; To help tmdcrstend this rule, you mi^t essoelete the wcrdt 
"perenthetlcat* wlUi the word "parentheses. " Kmefctr that we use paren^ 
theses to set off express lout thet •Interrupt" the flow of the sentence, 
tf the Interruption Is an altrtipt and radical one, parentheses are often 
used; however. If the Interrt^tlOMn Is a iifnor one, we usually use comms to 
set It off. 

« narenthetlcal expression Is e wcrd, plHrase, or c1«isc thet Is placed In 
an otherwise onplete sentence hy way of explanation or coamefit. The 
parenthetical expression could. In realHyt he roMivcd without chancilnci the 
coMpletencss of the sentence. 

9. lise comes to set off words In apposition. 

f>r. Hcnrle, the conrtttie chalrMn, has tMNtn contacted several tines. 
The ass1<p»«nt was (riven to fristlne, the best secretary on the suff. 

Clscttsslon t If wi were to look up the word "apposition" In the dlctlonafy, 
we would Find that apeosltlon nveiis the act of puttlnf two thimis side by 
side. In «innMr, that wmm pteclno two things tupetiMrr In tiit saae 
nramnetlcal relation, flv definition, therefore, an epiposltlvc Is a word, 
phrase, or clause that Is placed next to or together wtth a noun es an 
explanation of the noun. Thet It, an appeslttve ranum the noun It 
uiodlfles. 

Apposltlves any be either estentlel or nesetsential to the Mteninf of the 
sententt. If the word, phrese^ or cleute Is needed to Identify the noun 
(and therefore Is essential), m commis should be used. If the word, 
phrese, or cliiue «crcly descr^'jes or rinains the noun (end therefore Is 
nonessential }• coenes should be used. 



16. tn « coepound sentence, use « stNlcoloft between I ndtpend e n t cleutts that 
ere not Joined by a conjunction. 

The sales neetinf will be held soon; you should plan to be In attenda^ice. 
tfw aianouncenent of Um ecetlMii surprised everyone; no one Ijmni how 
to prepare fbr the sltuetlon. 

Mscusslon ; i wwnber that e ammmi sentence Involves two Independent 
clauses that arc somlnw coi—tied In the sane sentence. Accordlne to Rule 

3, one very omnmi weir of coMwctlnu I n de pew ie n t clawses Is with • 
cow a n end e ceiijNnctlen. 

aonecines* nowever* ue ranr mbwc so conneciL jwoKfi^xotmt cieuses wntnouc tne 
conjunction* 1% cm sefcV do so* but only If «« use e scslcolon In place 
: «f the conne and/«r the coiifunctlcwi. If ue use only • eMua* we have 
coNrittii the puictMitleii error tkmm es e '^conni splice.* Thet IS, we 
have Joined (spliced) the tue I w d unn d mt clauses to^ettier ^Vh only « 
coMne. t%l1^ we aleht woarier luhetluLr that iMtters. tim urannarletts tell us . 
that tie cnw u i splice Is e very serious vfoletlon of jwaod writlni?. 

mSm . IM CnpMMi SCmSMCv IliiVIViM IDOT IfMHRMBII^ CfMSn . %MC mW ' : ■ ■ M\M 
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11. Us« a semicolon between Independent clauses that are joined by a conjunction 
Mhen either or both of the clauses contain a cociu. 

As you can see, the job is not difficult; and I an sure you have the 
needed skills. 

The next s*le$ meeting, according to Mr. Jones, *r1 11 be held on the 
I5th; but the city it will be held In has not been determined. 

Discussion : In Pule Ho. 3. %« noted that a coirm Is used to separate Un> 
Independent clauses that are connected by a coordinating conjunction. Rule 
m. 11 is merely an extension of Pule to. 3. However, to assist your 
reader so he does not get boggedl down by excessive conwas that might cause 
him to misread the sentence, youi can fw.ke the brealt between the Iwtepcndent 
clauses much stronger through the use of a semicolon. 

12. When a conjwictive advert is used to join independent clauses and form a 
compound sentmce, use a semicolon between clauses and a ctaem after the 
conjunctive adverb. 

Accurate proofread! no is necessary; therefore, you should master 

proofreading skills immediately. 
I cannot be in attendance at the meeting; nevertheless, you should 

attempt to resolve the Issue at best you can. 

Discussion: Oo not confuse this rule with Rule no. 8. Kcment>er that In 
ftule Ho. 12 we are still dealing with con^pound sentences (we are connecting 
Independent clauses). In so doing, we are using the itm words that are 
oftentimes considered to be parenthetlcel as explained In Rule No. 8. 

in Rule*Ho. 12 the words serve the function of conjunctive adverbs. That 
is, while these words are tsrpically adverbs, we ere using them in the 
capacity of a conjunction to join two things {1n<^ndeftt clauses) together. 

The ounctuitloft of sentences In which conjunctive adverbs are used to 
connect Independent clauses Is very distinctive. He could describe It as 
"semicolon* conjunctive adverb, conm.* That Is always the punctuation 
used In such Instances. 



13. Use a hyphen to join a compound expression that Is used as a single oodlfler 
before a noon. 

Bv the end of the year, our office will have only a|>-to^te egulpment. 
The office nuiager Is sche^led to Uke a well'^med VMnatlon. 

IHsciissloni Two or man woris that are used as « single mSlfler before a 
noun are known «s a compound adjective If both of the words are adjectives, 
tlowever, semetlmes one of the words before the mm Is an advert. There* 
fore, we cen best refer to the words that serve as a single modifier as a 
compowM expression* 

Ttiie distfiwulslting charasterlstlc of the to m iiouMd expression Is the use of 
tbe k!f9fm\. ftesause we cMnot always rely on the dictionary to tell as 
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whtthfif to use a hyphen, we wust 1 J>Cn c*\Vogf»<J« hel?'^**^ ''^^"'^^slons 
that precade a noun and that thei'^f/'' ^ $ "J^ ^' 

The hyphen is omitted when 

adverb thaticnds in -ly. The hyphj/ Jyi^^i <mi^^ V **** ^ ^^l^*^ 
the noun rather than precede it» ^ 

Ho subraitted a carefully preju/^ ^S^t^t tO ^*^fl*^!\t^^* 



ordered office equiprnent that /^'^ V i^ch 

Refer to the discission for Pule \/[^ ^^\t<;rth«r ^Irt^il^f^S "! ***o 0^ 
rare adjectives that precede the tD^} ^rp td [^^L TS V^TL J*^" 
between the adjectives and to reve^L^ ^^^»^«r *ioft^?rVt'^^J^ 
determine whether they require a \Q^>i tj^not" ^ ^*'"^^*1on of 

a comma to derwte parallel adjectiijy' » 



Use a dash to show t sudden change Vt^ct*"^ * 

Four office workers-r'iss Fre^^N ( ^ tee, **** '^s. 

Williaws—were ccmended. ^ /V 
We intend to ask William^/W/ t»i« o^^^ r^an ^ trUH..^^ 

the original plan was dev/'^*' 

Discussion ; The dash is a very efv/^!^^^r* ?^f*!«^eJ, 
an abrupt pause o« the part of the7«» v ^ '^%?l5*LfJ^t1v«^>» 
you will increase greatly your abl/i ^ 5^v\iiii«tf,^\y^ if 
he is forced to pause at the Hqht^Wr tjje ••i^^ifL^H b/ 
the dash will be e«pha$i»ed and th/w VlH i^r^'^ >^r%tMt^ 
much better. 

Soiae tines the dash is the only ac 

yott need to show a sudden chanoe W^l^ ^)^^^' 
wften, however, you oust choose beK/^|>»i^^V*«*» * " 
winctuation to reflect the special /'^n/ ^ > you 

(^ly one mew b e r 
Only one M»ber 



ct the special ^ yOu ^^^f' ^S>l%t 

. the chaiman, <^4j K»«b« J^! JJVen, 
~the chalnMnV^7 \x0mi^ ^ *^^n. 



Either sentence 1$ correct. Yoo hav'iA''4K>bfi pf^^^^^ In *'*iL^ft f 
set off a nowrestrictive appo$iti< ft/ Vj:i*l €^,J^ ,^1/ 
could deterwine exactly which p«icW*^<>^ \ ase V 
desired. ^ ^ 

You coald also use either dashes otv 
rjodifier or parenthetical elenent. v^"^ 

We was*>forttifiate1y— able to Ufl^>^>^ Sifq 
fortunately, able to conHnce ^ftiS^^' 

Either a colon or a dash my be 

second clause that coin»letes or exAl/' ^^'^ For 

exanole: 
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The result is as he predicted: as hard as we worked, we were not 

able to oet the job done on time. 
The result is as he predicted—as hard as we worked, we were not 

able to <Vit the Job done on time. 

The dash can also be used to set off a nonrest-ictive modifier or parenthetical 
expression that contains internal commas. For example: 

The Education Ruildino— built, we believe, about 1900— was torn down 
this year. 

Note in the above sentence that parentheses could also be used to set off 
the material: 

The Education building (built, we believe, about 1900) was torn down 
this y«;ar. 

Finally, the dash can be used effectively between independent clauses when 
the second clause explains or summarizes the first. For example: 

His decision was obvi(»JS— we would have to recall all the parts. 

Thus, in most instances* the writer mt choose how he wants to show a 
sudden chanoe in the structure of a sentence. The dash'-as a writing 
tool— i§ very worthwhile for denoting a sudden change and at the same time 
emphasizing a point the writer wants to make. 
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